6/26/2013 2:40 PM
Agency 04A-139
Office of the Secretary of State/Department ofé&tat
Strategic Plan
FY 2015 - FY 2019

Department Vision

The Secretary of State's office will be a role mddegovernment in our openness and
accessibility to our data and remain responsiveutacustomer’s needs and the citizens of
Louisiana.

Department Philosophy

We can achieve excellence in public service whemrae upon the talents, leadership and
resources of our employees, always mindful thatyegfort must continue to earn and maintain
the public's trust and confidence.

Department Mission

The mission of the Secretary of State's offic@isdrve the public by meeting its legal
responsibilities of collecting, securing and comigating information that enhances commerce,
ensures the integrity of Louisiana's elections pmederves, presents and makes accessible
government information essential to Louisiana'sagens and its recorded history.

Goals

A. To provide the Department with the leadership magiagement necessary to meet its
Program’s objectives while performing the consiitnél and statutory responsibilities of the
Secretary of State and the Department of State.

B. To maintain an efficient and accurate electiontesysand provide essential, comprehensive
information that instills public confidence in tB¢ate’s electoral process.

C. To provide the services, information and facititireecessary to promote and support the
State’s governmental records management prograchglantify, preserve and make available
governmental records and other archival materifisterest to the citizens of Louisiana.

D. To provide an effective presentation of histomptigh the provision of a comprehensive
system of thematic museums that enhances the [gulntiderstanding of the various influences
and aspects of Louisiana’s culture that have ingzhits development.

E. To ensure compliance with the commercial filinggdaat the lowest possible cost to taxpayers
by maximizing the efficiency of document processamgl information services.
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Program A- Administrative (139_1000)

Program Mission

The mission of the Administrative Program is twédf1) To assist the Secretary of State in
carrying out the duties of his office by providitige legal, financial and management control
services for the department and its various programd (2) as Keeper of the Great Seal, attest
to the Governor’s signatures on Executive Ordedspardons, issue commissions for elected
and appointed officials in the State; record anthtaa information relative to individual wills,
and produce various publications as required byidiana law.

Program Obijectives

Objective 1

Through its support services activities, the progvaill work to ensure that the agency continues
to meet at least 80% of program objectives thraligie 30, 2019.

Strategies

1.1 Provide assistance to the programs with fir@rstipport services including budgeting,
payroll, accounts receivable, and accounts payable.

1.2 Provide a comprehensive human resources maeag@nogram for the Department.

1.3 Improve management of the Department of Sésteurces by securing goods and services in
the most effective, efficient and economical manner

1.4 Provide the technical tools and expertise &adollection, information management and
decision support to aid the department in fulfdlits mission.

1.5 Continue to update and create policies to fastrong organizational structure and assist in
the fulfillment of the Department’s mission and lgoa

1.6 Coordinate the training needs for the departmen

1.7 Provide legal assistance and guidance to Depattprograms and represent the Department
in all legal matters within the scope of the Degeanit’s control.

1.8 Review new and proposed legislation and protitdely and accurate information to the
legislature to ensure the effective and efficigm¢ration of department programs.

Indicators
1.1 Outcome: Percentage of objectives met (Key)
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Objective 2

To ensure compliance with accounting practicespaiidies, the program will have no repeat
financial audit findings through FY 2019.

Strategies:
2.1 Review past financial audits for problematieaa.
2.2 Review processes to ensure best accountinggasare used.

Indicators:
2.1 Quality: Number of repeat financial audit fings (Key)

Objective 3

To ensure the timely payment of Election Day waoskéne program will pay 90% of Election
Day workers within 30 days of receiving a valid galfrom the parish clerks of court.

Strategies:

3.1 Audit payroll data entered by the clerks ofrtoo insure conformity and accuracy.

3.2 Continue to educate the clerks of court on teoprocess Election Day payrolls correctly.
3.3 Review payroll process to identify possiblemdatives that could reduce processing time
needed.

Indicators:
3.1 Efficiency: Percentage of parish election pgrcompleted within 30 days of receiving a
valid payroll from the parish clerks of court (Key)

3.2 Efficiency: Percentage of clerks of court retag completed payroll information program
within one week of election date (Supporting)

3.3 Input: Number of parishes with election (Trend)
3.4 Output: Number of parish payrolls processeed}

3.5 Outcome: Average cost of commissioners, jasidmd deputy custodians paid per precinct
(Trend)

3.6 Efficiency: Average number of days for clerksourt to transmit completed election
payrolls (Trend)

Objective 4

To provide for the timely recovery of election erpes from local government authorities, the
program will invoice 90% of local governing entgliare of election expenses within 60 days of
an election.
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Strategies:

4.1 Work with the clerks of court and parish boastislections supervisors, draymen, and
registrars of voters to ensure timely submissioalettion related expenses.

4.2 Review election billing process to identify pilde alternatives and procedures that could
reduce processing time.

Indicators:
4.1 Efficiency: Percentage of local election exgsnsivoiced within 60 days of election (Key)
4.2 Output: Percentage of election cost reimburs¢meoiced (Supporting)

4.3 Outcome: Amount of outstanding invoices (al20 days) turned over to Attorney
General’s Office (Trend)

4.4 Output: Amount of election costs invoiced (TadEn
4.5 Input: Amount of election cost payments receif{erend)

4.6 Quality: Percentage of current year electiooiices collected prior to close of fiscal year
(Trend)

Objective 5

To prepare and mail 95% of commission oaths, oftifice forms, and laminated identification
cards to all elected officials no later than twceke prior to officials taking office.

Strategies:
5.1 Monitor election status to determine commisgackage requirements.

5.2 Review commission document preparation prokegtentify possible alternatives and
procedures that could reduce processing time.

Indicators:

5.1 Efficiency: Percentage of commission documerdgied to elected officials two weeks prior
to official taking office (Key)

5.2 Output: Number of commission packages prepanednailed to elected officials (Trend)

5.3 Outcome: Number of commission packages prearddnailed two weeks prior to official
taking office (Trend)

Objective 6

To employ proactive maintenance of the network @hdssociated hardware and software
necessary to support these critical business fumti Unplanned downtime of three business
days or more will not exceed two events.
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Strategies:
6.1 Employ proactive maintenance of the network asgbciated hardware and software.

Indicators:

6.1 Outcome:Number of mission critical equipment or applicatfarlures with greater than
three business days of unplanned downtime (Key)

6.2 Input: Number of mission critical pieces of gupent (Supporting)

Objective 7

To provide for the recovery of election expenseaiftocal government authorities in a timely
fashion, the program will reduce election expers®s by the state by invoicing 90% of local
governing authority- related election expensesiwi@® days of an election.

Strategies:

7.1 Work with the Clerks of Court and Parish BoavtiElections Supervisors, draymen, and
Registrars of Voters to ensure timely submissioalettion related expenses.

7.2 Review election billing process to identify pitde alternatives and procedures that could
reduce processing time.

Indicators:

7.1 Efficiency: Percentage of local governmentditgelection expenses invoiced within 60
days of election (Key)

7.2 Efficiency: Percentage of outstanding invoi@ager 120 days) turned over to Attorney
General’s Office (Key)

7.3 Output: Percentage of election cost reimbursemegoiced (Supporting)
7.4 Outcome: Percentage of election costs invaceived (Supporting)

7.5 Output: Amount of election costs invoiced (Tdgn

7.6 Input: Amount of election cost payments recgi{erend)

7.7 Quality: Percentage of current year electiaoiices collected prior to close of fiscal year
(Trend)
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Program B-Elections (139 _2000)

Program Mission

The mission of the Elections Program is to insheeibtegrity of the electoral and election
management process in Louisiana for its voterizeris and for other interested parties in
Louisiana and the United States, in general arhtmurage public participation in the election
process by educating voters and potential votersitahe elections process through effective
outreach programs.

Program Obijectives

Objective 1

The Elections Program will produce efficient andwrate elections by averaging no more than
three machine and absentee ballot reprints peti@hedue to program staff errors.

Strategies:

1.1 Ensuring that staff members remain trainedreparing ballots, layout requirements for
voting machines used and how to prepare assembfgdfor machine ballots

1.2 Requiring all ballot copy to be proofed thrieees by program staff.

1.3 Ensure that machine ballot overlays are probfepgrogrammers in both the balloting
division and the elections operations section.

Indicators:

1.1 Quality: Number of reprints due to program e(Key)

1.2 Input: Number of elections held (Supporting)

1.3 Efficiency: Average number of ballot reprintsedo program error (Key)

Objective 2

To encourage participation in the electoral procdssprogram will sponsor or participate in
voter education outreach event in 90% of the passach year.
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Strategies:

2.1 Develop and disseminate educational programsreterials designed to help educate the
public about elections and the voting process.

2.2 Develop and maintain cooperative relationshijpls educational institutions, allied
organizations involved in the elections processl(iding political parties), and civic
associations interested in the electoral process.

2.3 Coordinate the department’s provision of votimgchines to educational institutions and to
community and private organizations for use in stucind organization elections.

2.4 Sponsor or co-sponsor outreach events aimeduaiting voters and potential voters through
activities such as mock student elections and gatiachine demonstrations.

Indicators:

2.1 Quality: Percentage of parishes having a wedercation outreach event in the current fiscal
year (Key)

2.2 Output: Number of events held or sponsored §8uing)

Objective 3

To ensure integrity of the election process, tlugmm will investigate 100% of alleged
incidences of voter fraud or election offenses.

Strategies:
3.1 Maintain convenient avenues by which citizeas ieport voter fraud and election offenses.

3.2 Maintain and review the program’s investigagomacess to remain responsive to the needs of
the public, the law enforcement community and ttog@am.

3.3 Maintain and build upon the relationships depetl with local law enforcement and
prosecutorial agencies in the state and coordimatioeferral of complaints reported to and
investigated by the program.

Indicators:
3.1 Efficiency: Percentage of voter fraud and ébecobffenses investigated by program (Key)
3.2 Input: Number of incidents reported (Suppofting

Objective 4

To ensure the State’s compliance with the Natidudér Registration Act, the program will
evaluate each registrar annually.
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Strategies:

4.1 Educate state voter registration agencies a&heutrole and responsibilities related to the
National Voter Registration Act (NVRA) and the viotegistration process in Louisiana.

4.2 Review and develop additional training materad needed to help keep voter registration
agencies informed about changes and in the vagestration process and the implementation of
the NVRA.

4.3 Review and evaluate registrars of voter repexdsived by the program for compliance.
4.4 Submit all reports and surveys required tor@dmuthorities.

4.5 Develop, keep updated and have pre-clearddraik involved in the voter registration
process.

Indicators:
4.1 Quality: Percentage of registrars evaluatedialiyn(Key)
4.2 Efficiency: Average response time to providguested voter registration forms (Trend)

Objective 5

To ensure the integrity and accuracy of the statefer registration database, the program will
continue to work at improving and maintaining tte¢adbases’ accuracy, as required and allowed
by law through FY 2019.

Strategies:

5.1 Receive and process information on deathsweddiom Vital Records Registry and
disseminate such information to parish registrérsoters.

5.2 Investigate and implement canvass techniquaesatii improve voter's address
identifications.

5.3 Receive and process information on felony aiions from the Department of Public Safety
and Corrections and resolve possible matches oftezgd voters.

5.4 Review current laws and proposed legislatiain wagard to voter registration and eligibility
to vote and provide information necessary to imprthe efficiency of the program and its
operation.

5.5 Monitor duplicate registrations and take appedg action.

5.6 Oversee the State’s annual canvass of voterscordance with existing laws and
procedures.

Indicators:
5.1 Quality: Statewide canvass conducted (Key)
5.2 Input: Total number of registered voters (Hgtheumber during fiscal fear) (Trend)
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5.3 Input: Number of active registered voters (Hsmumber during fiscal year) (Trend)
5.4 Input: Number of inactive registered votersgtitist number during fiscal year) (Trend)
5.5 Input: Total number of new voter registrantee(id)
5.6 Input: Number of new voter registrations fraaditional sources (Trend)
5.7 Input: Number of new voter registrations froanftraditional sources (Trend)

5.8 Efficiency: Percentage of new voter registragpplications received from traditional
sources (Trend)

Objective 6

To ensure the integrity of the election process,piogram will provide the necessary technical
assistance to hold in a state of readiness votachmes and computerized absentee ballot
counting equipment and have at least 90% of vatiaghines available for Election Day.

Strategies:

6.1 Maintain a high level of accuracy in the pragnaing of voting machines and absentee ballot
counting equipment.

6.2 Supervise the delivery of voting machines td fraom polling places.

6.3 Supervise the delivery of absentee ballot dogréquipment to parish Registrars of Voters’
offices.

6.4 Provide Election Day technical support to thizttelection official of each parish where
elections are held.

6.5 Maintain a high degree of awareness to potertienges in the election process through
membership in various professional organizations.

Indicators:

6.1 Input: Total number of voting machines (allagp (Key)

6.2 Efficiency: Percentage of voting machines aldd on Election Day (Key)
6.3 Input: Number of statewide elections (Suppgjtin

6.4 Input: Number of precincts in the state (Highésmber in Year) (Trend)
6.5 Output: Total number of precincts holding etats (Trend)

6.6 Output: Number of voting machines used at tieeipcts on Election Day (total for FY)
(Trend)

6.7 Efficiency: Average number of voting machinésaed per precinct (Trend)
6.8 Efficiency: Average annual cost per machinsttwe machines statewide (Trend)
6.9 Efficiency: Average cost per machine to delivating machine to precinct (Trend)
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Objective 7

The program will provide preventative, necessary @mergency maintenance as required on all
electronic voting machines. To ensure the propgntanance is administered, the program will
certify at least 90% of full-time technicians o timachines they service within 12 months of
assignment.

Strategies:

7.1 Perform preventative maintenance on all votraghines and absentee ballot counting
equipment on a semi-annual basis.

7.2 Provide and have ready a sufficient numbeedfiticians trained in the repair of voting
machines.

7.3 Provide local election officials with techni@asistance at courses of instruction for poll
workers on the appropriate operation of voting pment.

7.4 Utilize check-off procedures to ensure progegmmming of machines and absentee ballot
counting equipment.

Indicators:
7.1 Quality: Percentage of technicians certifiethimi 12 months of assignment (Key)
7.2 Quality: Number of certified technicians (Supgpm)

7.3 Output: Number of voting machines receivinguregfd semi-annual preventative
maintenance (Trend)

7.4 Outcome: Number of service calls received atiidn Day (Total for FY) (Trend)

7.5 Outcome: Number of service calls received atdn Day that require a mechanic (Total
for FY) (Trend)

7.6 Outcome: Number of service calls received @attidn Day that are due to technician error
(Total for FY) (Trend)

7.7 Quality: Number of voting machines replacedetection Day (total for FY) (Trend)

Objective 8

The Election program will enable absentee retusrisetmore accurately and quickly tabulated
by providing support for parish boards of electisnpervisors in tabulating votes through the
preparation and distribution of test materials &9sdprior to Election Day for all parishes having
an election.

Strategies:
8.1 Maintain a high level of accuracy in the pragnaing of absentee ballot counting equipment.
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8.2 Supervise delivery of absentee ballot courgiepgipment to parish Registrars of Voters’
offices

8.3 Provide Election Day technical support to theetcelection official of each parish where
elections are held.

Indicators:

8.1 Efficiency: Percentage of parishes having ant&n for which test materials were prepared
and distributed at least 10 days prior to the aadiKey)

8.2 Input: Number of people voting by absenteedbdllotal for FY) (Trend)

Program C-Archives and Records Program (139 _3000)

Program Mission

The mission of Louisiana State Archives is to aillpreserve, display, and make available
those records essential to the reconstruction afdiana’s colorful history and heritage. Its
Records Program ensures the government and puslitiaed access to essential information
created by the State through a viable and respemssords management program and a
comprehensive preservation effort, making the amthinaterials acquired and maintained by the
Program readily available for researchers and eahunzd programs.

Program Obijectives

Objective 1

Through FY 2019, the Program will ensure its apilit accommodate adequately all records
transferred to its custody.

Strategies:

1.1 Review and revise existing records storagecigslifor state agencies using the Program’s
Records Center.

1.2 Review and revise the Program’s existing pms#ito ensure job descriptions meet the
current and future needs of the Program and retthecskills necessary for the Program’s
operations.

1.3 Ensure that professional manpower requirethiiProgram to operate effectively is
recruited, developed through increased trainind,raaintained by promoting the continuous
professional development of the Program’s staff.

1.4 Establish and implement regular inventory pssand system to improve efficiency and
security of the Program’s records.

11
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1.5 Implement a bar coding system for the Progratgsage areas.
1.6 Increase the percentage of the Program’s twliexprotected by or converted to microfilm.

1.7 Review equipment currently used by the Prograthdevelop a priority list for upgrades or
replacements that would lead to or facilitate betpace utilization.

1.8 Establish and implement a Program for thé&esyatic review of archival materials for the
purpose of prioritizing those records in need @&sgrvation treatment.

1.9 Assess and evaluate existing Program work doeadternative arrangement/organization
schemes that maximize space utilization.

Indicators:

1.1 Efficiency: Percentage of qualified recordseguted by state records center (Key)

1.2 Efficiency: Percentage of accessions procesgbth 14 working days of receipt (Key)
1.3 Outcome: Number of new accessions processeg (Ke

1.4 Output: Number of microfilmed images produc8dgporting)

1.5 Input: Number of records transferred (in cubit) (Trend)

1.6 Output: Number of boxes disposed of from staterds center (1.2 cubic foot boxes)
(Trend)

Objective 2

The program will increase the number of retenticimeslules approved by the State Archives for
statewide and non-statewide agencies through F9.201

Strategies:

2.1 Contact each Department in the Executive Bramcan annual basis to further educate and
monitor their progress in developing and/or rexgdimeir schedules.

2.2 Develop a reference page on the Program’s \agb with useful and informative links to
records and information management subject areas@by governmental records programs
and Program employees.

2.3 Improve access to information and forms rel&bedeveloping retention schedules by
providing web access to forms, presentations, waéts and other materials.

2.4 Develop records management computer basedhtyaimaterials and make them available on
the Internet for governmental records programs.

2.5 Work with governmental associations througlr théucational programs about retention
schedules and records officers designation reqeingsn
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Indicators:
2.1 Outcome: Percentage of statewide agencies utitetention schedules (Key)

2.2 Efficiency: Percentage of non-statewide agenaperating without approved retention
schedules (Key)

2.3 Output: Number of statewide agencies with apgalaetention schedules (Key)
2.4 Output: Number of non-statewide agencies witiraved retention schedules (Key)
2.5 Outcome: Percentage of statewide agenciesdsglygnated records liaison (Supporting)

2.6 Outcome: Percentage of non-statewide agendikrslesignated records management liaison
(Supporting)
2.7 Input: Number of statewide agencies (Trend)

2.8 Input: Number of non-statewide agencies (Trend)

2.9 Outcome: Number of statewide agencies withgiesed records management liaison
(Trend)

2.10 Outcome: Number of non-statewide agencies agignated records management liaison
(Trend)

Objective 3

The Program will continue improve accessibilityittoarchival and genealogical collections by
increasing the number of indexes, and finding aidslable on the Department's web site
through FY 20109.

Strategies:

3.1 Provide updated forms and informational makeonéthe various sections via the Internet.
3.2 Continue to increase public access to Archiwashe Department’s web site.

3.3 Retain and strengthen a strong volunteer/irReogram for areas that are understaffed.

3.4 Increase computerization rate of the Progranaiiees and make available for on-line
searches via the Internet.

3.5 Develop a customer survey to monitor custoragsfaction and areas of interest for future
web site content.

Indicators:

3.1 Outcome: Number of records available onlinerésearch (Supporting)
3.2 Output: Number of records added to researcim rdatabases (Key)
3.3 Output: Total number of patrons served (Suppgyrt

3.4 Output: Number of patrons researching the aeshusing the Archives Research Room
(Supporting)
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Objective 4

By FY 2019 the Program will have developed and en@nted an effort that adequately
addresses the accessibility issues surroundin§ttite’s electronic records with long-term or
archival value.

Strategies:

4.1 Develop policies, procedures, guidelines aaddsrds to help the State maintain
accessibility for the electronic records of thdesthat must be maintained for longer than 10
years.

4.2 Educate State agencies about the policieseguves, guidelines and standards developed by
the Program and the issues surrounding long-teeatrehic record accessibility.

4.3 Research the positions required to develogdfantee electronic records program.

4.4 Study existing positions within the Prograndé&termine if they can be amended to reflect
the positions and skills necessary to implemerglactronic records Program effectively.

4.5 Improve and advance the electronic literacthefProgram’s staff.

4.6 Ensure that the professional manpower necessaperate an effective electronic records
program is either recruited or developed througindased training of existing staff.

4.7 Develop, maintain, and market a media (diggahicrofilm) conversion Program for long-
term and archival state records to ensure theitirnoed accessibility.

4.8 Research and develop a digital archive prodcapneserve those records that were born
digital and are of archival value to the state.

Indicators

4.1 Quality: Number of policies, procedures, gurtkes or standards produced or revised that are
posted to the Program’s web site. (Key)

4.2 Outcome: Number of images converted (digitahtorofilm) (Supporting).
4.3 Input: Number of agency imaging surveys reakiwg program (Supporting)

Objective 5

The program will work with governmental agenciegtsure that records management and
records preservation and recovery aspects aredsyesiin the event of disasters impacting
governmental agencies by FY 2019.
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Strategies

5.1 The program will help man the Secretary ofSsadesk at the Governor’s Office of
Homeland Security during major disasters.

5.2 The program will monitor the GOHSEP WEBEOC eaxew situational reports to keep up
to date on situations that could lead to recortided disasters outside of major disaster events.

5.3 The program will work to strengthen relatiopsihwith other governmental agencies
involved in the recovery process including Risk gament, GOHSEP, Buildings aGdounds
and various other governmental associations toigeecsubject matter expertise related to
records-related recovery.

5.4 The program will work to include disaster plengnand recovery training into existing
records management training classes.

Indicators

5.1 Quality: Number of policies, procedures, guites produced or revised that are posted to
the Program’s web site (Key)

5.2 Outcome: Number of training sessions held irclvidisaster recovery is covered
(Supporting)
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Program D — Museums and Other Programs (139 _4000)

Program Mission

The mission of the Museums Program is to presembés, educational and other programs to
the public to emphasize the political, social aodm®mic influences, personalities, institutions,
and events that have shaped the landscape of analsicolorful history and culture and its
place in the world. To further this mission the ewss Program will acquire, refurbish and
preserve artifacts and other historic relics repméative of this past and attract exhibits of
interest to the communities they serve.

Program Obijectives

Objective 1

The program will conduct itself in a cost effectivanner by ensuring that the total cost per
visitor for operating program museums remains be$@® per visitor through FY 2019.

Strategies:

1.1 Work with the Louisiana Travel Promotion Assdicn and regional tourism offices to
promote the museums and their exhibits and edudtmrograms available to the public.

1.2 Develop relationships with area tour compaareslook for ways to partner with them to
attract more visitors to the museums.

1.3 Develop educational programs with broader dpearea educators to incorporate in their
lesson plans.

1.4 Recruit and further develop a volunteer Progm@aprovide additional support for museum
tours and events on museum grounds.

1.5 Promote the museum’s exhibits and facilitiehwommunity professional and civic groups.

1.6 Develop marketing materials to promote new lekhand features of the Program’s
museums.

1.7 Develop museum collections for future exhibitsl research.

Indicators:

1.1 Efficiency: Cost per visitor to operating pragr museums (Key)

1.2 Outcome: Number of visitors to operating prograuseums (Supporting)
1.3 Input: Total number of museums (Supporting)

1.4 Output: Percentage of program museums in aperégdupporting)
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Objective 2

The program will work to improve the quality of theanagement of the program’s collection
holdings by inspecting each museum annually.

Strategies:

2.1 Obtain and maintain American Association of Bluas (AAM) accreditation for all
program museums with total attendance over 25,dxs a year.

2.2 Review and complete inventories of collectiofdings and input them into centralized
program database.

2.3 Train museum personnel on how to conduct musespections to ensure appropriate
environmental conditions are being maintained.

2.4 Perform annual inspection of museum faciliteeensure appropriate environmental
conditions are being maintained.

Indicators:
2.1Quiality: Percentage of museums inspected anniikatly)

2.2 Efficiency: Percentage of museums with invae®included in Program’s centralized
database (Key)

2.3 Quality: Percentage of museums with annuahdgtece over 25,000 with AAM
accreditation (Key)

2.4 Input: Number of museums with annual attendavee 25,000 (Supporting)

Program E - Commercial Program (139_5000)

Program Mission

The mission of the Commercial Program is to provigebusiness, financial and legal
communities timely and efficient service in thetifmation and registration of documents
relating to securing, retaining business entities assets; the processing of legal services
documents and communication of business licensifogrnation as required by law and to make
such information concerning these business enatredable to the public; and to ensure the
quality of the notary database.

Program Obijectives

Objective 1

To maintain an efficient filing process the prograiti continue to maintain or reduce the
document filer error rate annually so that it doesexceed 7% of total documents filed.
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Strategies:

1.1 Continue to provide training and seminars @ngditoper guidelines required by law for
acceptance of business document filing in Louisiaynthe Secretary of State.

1.2 Provide and update instructions and forms @miress document filings.

1.3 Continue to produce a newsletter highlightitagutory changes to the legal community
following legislative sessions and post on webpiablic access.

1.4 Review and update Frequently Asked Questiomsd@n Program’s web pages.

Indicators:

1.1 Efficiency: Percentage of documents returneslyjK

1.2 Outcome: Number of filing documents returnedp(®rting)
1.3 Input: Number of filing documents received (Ta®

Objective 2

To continue to ensure that Uniform Commercial CQdieC) document and farm product filing
processing is reliable and efficient by maintainatdeast a 98% data entry accuracy rate
annually for UCC filings through FY 20109.

Strategies:

2.1 Conduct workshops with Clerks of Court, barskg] other major stakeholders to educate
them about legal and administrative changes ithuesiana Uniform Commercial Code.

2.2 Review and revise administrative rules and fotonensure clarity and comprehension for its
intended audience.

2.3 Review and update frequently asked questiodsratructive information on the UCC web
pages.

Indicators:
2.1 Efficiency: Percentage accuracy in data entty@C and Farm Product filings (Key)
2.2 Input: Number of UCC and Farm Product filin§sifporting)

Objective 3

To continue to ensure that all service of process seceived are forwarded to the appropriate
parties within 24 hours of being served to the Paogthrough FY 2019.

Strategies:
3.1 Use of bar codes in processing certified mgslin
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3.2 Continue use of cross training to ensure adequersonnel coverage during peak processing
times.

3.3 Maintain good working relationship with the limana Department of Insurance.

3.4 Review the program’s processes and procedor@ssure compliance with existing laws and
to possibly identify alternative processing methtigg can ensure that the program meets its
requirements.

Indicators:
3.1 Efficiency: Percentage of suits processed wildi hours of receipt (Key)
3.2 Output: Number of suits processed (Supporting)

Objective 4

To continue improving the timely access to corpggacuments, while ensuring their
preservation, the program will image 50% of thasarter documents on microfilm or
microfiche that were not previously imaged by FY120

Strategies:

4.1 Have microfilm and microfiche masters duplidafier use in conversion process.
4.2 Convert and capture microfilm and microficheges to digital images.

4.3 Review images for clarity and completeness.

4.4 Index records appropriately to ensure accuaacyaccessibility.

Indicators:
4.1 Efficiency: Percentage of microfilm or micrdfe charter images converted (Key)
4.2 Output: Number of microfilm or microfiche charimages converted (Supporting)

Objective 5

To ensure the quality of the data used to geneegiarts for GeauxBiz customers, the program
will request updated regulatory requirement frogutatory entities in the State on an annual
basis through FY 2019.

Strategies:

5.1 Develop system to monitor new entities withnpiging requirements and add them to the
Program’s database.

5.2 Update fax and collect e-mail contact informatior each permitting agency listed in
database to provide a more cost-effective mannsemding out requests.
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5.3 Continue to develop and maintain relationskipk various statewide associations that
oversee permitting functions (e.g. La. Municipak@siation, La. Police Jury Association etc.)

5.4 Attempt to amend state law to require perngtagencies in the State to provide changes in
their permitting regulations to the Program witBihdays of the change made.

Indicators:

5.1 Quality: Completed annual request for informatiKey)

5.2 Outcome: Completed update of contact infornmaitigprogram database (Key)
5.3 Input: Number of regulatory agencies in progdatabase (Supporting)

Objective 6

To ensure the quality of the program’s Notarieadase, the program will work to maintain the
number of inactive notaries due to incomplete ddated information provided by notaries to no
more than 25% through FY 20109.

Strategies:

6.1 Work with related professional organizationd ather state and local agencies to educate
notaries about the reporting process and whatpsagd of them.

6.2 Work with IT to maintain an informative webestb educate and direct notaries to comply
with statutory filing requirements.

6.3 Process annual reports in an accurate andytimeahner.

Indicators:

6.1 Quality: Percentage of notaries in suspendisigey)
6.2 Output: Number of suspended notaries (Supmrtin
6.3 Outcome: Number of annual reports filed (Suppgy

6.4 Quality: Number of educational or promotionatiets for notaries in which program
sponsored or participated in. (Supporting)
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